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ABSTRACT i

This annotated bibliography lists 12 items in the

ERIC system that concern various applications of microcomputers in
educational management: The literature here annotated eéxamines the
development of management information systems, papers cn__

administrative computing presented at the 1982 Association for

Educational Data Systems conference, educational budgeting and
computer technology; steps to follow in choosing administrative
software or a student information management system, hidden costs of
office computerization; and the development of a simple, unified

information base by using a database management system: Other =
annotated documents examine microcomputers in planning and monitoring

custodial work, controlling inventory, computerized purchasing; the
importance of school managers' awareness of the "human factor" when
introducing new technology to school staff members; microcomputer
applications in educational program planning development, and the
development of a computerized record-keeping system to reduce.

paperwork created by efforts to comply with certain government
regulations. (PB) '
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The Best of ERIC presents anriotations. of ERIC Ilterature onin-

portant topics in educational management.

~ The selections are intended to give educators easy access to
the most significant. and useful infarmation available from ERIC.
Because of space limitations, the items listed should be viewed

as representative; rather than exhaustlve of literature-meeting

those criteria.
Materials were selected for inclusion from the ERIC catalogs

Resources in Education (RIE) and Current Index to Journals in
Education (CIJE).
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Management Uses of Microcomputers

< ' Alabamna Center for Evaluation. The Administrative
IL [ e of Microcomputerss Technical Report. Alabama
University, College of Education: August 1982, 15
pages: ED 2219460 . o

A m.lun;, a school requires the manipulation of a massive —and
v \('r L,I'()\\IHL ‘\m()unl ()l information. Most lar;,v and ml(l\l/(‘(]
schdol wwsteims already depend on mainframes or minicompaters to
ln.unn,(- Pty r()ll p(-rs()nnvl !I|(‘H \l[l(i(‘nl l(-sl scorcs, .mvn(Lm( ‘re-

(‘(IL(‘.II)](‘ report, microc ')mpul(-rs will h(-Ip lm the l)urd('n of infor-
niition anagenient i the building level as well:

Tvpicallv. administrators interested in developing a compu-
terized management informaation systein (MIS) have proceeded by
tridl and error. Over the yeeirs, ’small fragmented networks of
computer-using administrators have begun to learn what hardware

- and sothware configurdtions, utilization pdll('rns, and ;)hyslcdl
Arr:m,('nu-nh may be optitlly combined {or admsinistrative pur-

poses.” “Fhis report—-by providing advice on prioritizing needs,
costing the system, personnel resistance, selecting software, staff

tragning. and evaldation —can help case this systeins e llysls'
sk 1o the busy administrator.
The direet costs of a computer system are r(-I.lll\/(-Iy casy to ¢ dl

« culate. But administrators should alsé bie aware of the hidden’
COSs Of (umpm(-rl/vd MIS: For example, prvllﬁiiﬁary rescarch
“suggests that training costs in termis of staff hours may at least
caqual the direct Costs of the system itselt.”” "Creep costs” —a ““per-
verse [orim ul ()pvr g Cost llml J(Imxmslmlnrs are familiar with in
other contexts” —should_also be taken into accoant,
Administrators should also anticipate the resistance of office
workers 10 the nesw technology: lnu)l(-nwnmn()n shoald  be

gradual, and ofmce workers should he given tormal “hands-on™

traming, - L
g Association for Educational Data Systems. Al 1S
Procecdings: The fomorrow in News Technology:

o/

Frontiers in Adunistrative Computing: Adventuris
m Insgructonal  Compating: AEDS: Washington;
D.C. mw mpa;,m ED 223 230

(nmput('r ||l(-r|(v lrnmm, for .ndmmlslml()rs shnuld focus on

Of/a‘

pm;,mmmmy.,. t.m.,v decentridized school (hsmus are Iln(hn;, lel

distfibuted data networks ideally meet their needs tor information

management A microcomputer with @ hard-dise storage device
i edasile lindle il the stadent accoanting”” tasks of a large high I

p—
P
~

< hool:

—-Cw

('7

E

Aruitoxt provided by Eic:

These are just a few of the ideas on administrative computing
presented at the 1982 AEDS conference. Of the 122 papers in this
collection; 15 directly address the admmlstratlve uses of micro-
computers. The balance discuss such topics as computer-assisted
instruction, computer-managed instruction, computer literacy for
staff and students, and the uses of microcompuiters for the teaching
of the handicapped. -

In general, the papers addressing the administrative uses of mi-
crocomputers are concerned with the practical “*how 10's” of im-
plementing management information systems (MIS's) for school
administration. Most authors agree that microcomputers can great-
ly ease the crushing burden of paperwork that now takes so much
administrative time. New, integrated MIS programs—with data-
hase management and distributed data_netwaork capabilities—offer
the promise of simpler yet more powerful and efficient approaches
to school administration in the very near future.

Bliss, Sam W. “Educational Budgeting and Com-
3 puter Technology.”” School Business Affairs, 49, 5
(May 1983), pip. 53-55, 69. EJ number not yet as-
signed: .

“"The vast majority of districts are not using the full potential of
computers to_prepare_educational budgets and to control opera-
tional expenditures.”” This admittedly *harsh™ statemenit by Bliss is

supported by a look at the historical development of computer use
in school administration. Excellent software has been developed to
perform budgeting and expenditure accounting; but very little soft-
ware is in use today for *“program budget development.” Bliss here
proposes a design tor this type of software, which would *collect,
process and provide school district administrators with manages-
ment infoririation’” 1o support the budget development progess.
Program budgets are usually developed by four managerial
groups: principals and department heads ai the school level; super-
visors, directors, and assistant and dssodidte superintendents; the
saperintendent and depaty superintendent; and the school board.
The kinds of information contributed and needed by each of these
groups for budget development are duite ditferent. But appropriate
software can maximize the contribution at cach level 1o a weil-
planned and sensible budget.
~ An operational budget-development program of the type Bliss
describies can provide numerous advantages: Badgets can be re-
done very quickly and easily. Simulations of the effects of particular
budgets can be periormed. And the budget can be easily modified
at any level “to ()l)lmn the most desired educational program and
resource allocation.”” Bliss includes a list of districts that have suc-

cessiully implemented computer-based budget planning systems.



@ Crawford, Chase W. “Questions to Ask Before Buy-
iig Adifiistiative S()nwm- School Business: Af-
finrs; 49; (M(ly 1983); pp: 48, 68: E] number not yet

assigned.

6 Hoover, Todd, and Gould, Sandra. ~6<>mp;uxeri7.
ing the School Office: The Hidden Cost:’” NASSP

Bulletin 66, 455 (September 1982), pp. 87-91. £} 268
234,

€ The three basic steps to follow in choosing a microcomputer for

a st howl or district dre ds follows: Firdt, decide on the functions that
should be agtomated and their levels of priority: Second; find the
microcomputer program_(software} that pe riorms these functions
hest, Third and List, purchase the actual microcomputer hardware
thiit runs the selected software: .

When deciding which functions to automate; Crawfes | advises;
“consider all potential administrative uses for a microcompuier.’
But swwhen impleimenting a system, “compterize-only thode fune-
tions which tan be more cfficiently and effectively performed h)
dacomputer.”” Such iundions are usudlly characterized by mmassive
Amounts ot (an the need for re petitive prow essing, dnd o iiecd tor
|)r()( ('\\ln)., \')( (‘(I

When software is being sclv(lcd ¢ h()os(- ;.,t-ncml dppll(.mons
Software” —such ds data manage ment; electronic spread sheets,
and word processing programs—before selecting sptum d[)pll-
suth as l)ud;.,etln;.,, ('ner;.,y man\g' i and-

dll()ns s()nw‘lr(- "

dlove |()p('(| ('r;i\'vmrd WAlNs;, S0 SOMe snll (()nldln “hugs.”’

Other aspeeds of a program that should be carefully examined
betore purchdsing dre its doctinenitation, the type and qualny of its
mpul dand ()ulpul and the re [)(]ldll()n and relmhl ity of lhc ¢ ()mp(my

ten, well ()r;.,‘mvvd Ahd mdvxed’ Does th(- company up(Ln(- lh(-
documentdtion dnd softwadre pon('drcally for little additional cost?

for inpat; does the program prompt the user with well-defined
and easily understood input fields? Does it recaover grace |u||y when
erroneous data--such as I(-ll('rs instesidd of (IIL,II‘--—(H'(‘ entered? Can
the same inpat be ased for several different programs so it doesnt
have 1o be reentered? Crawtord concludes with numerous tther
questions of this type to help administrators choose software

wisely.

5 Delf Roherl M “How to Shop for a Stadent Tnfor-
mam)n System.” American School and. University:,

2 (August 1982), |)|) 18, 20. E] 269 911,

\ttl(lt-nl rec urds can be maintained usm;., an inhotise (()mpul( r,
20 timie-shared comiputer, o commerdial service hureau; or tra-
ditional manaal methods. Deli here discusses these four approarh-
os 1o student information management (SIM) dnd otitlires the ad-
vantages ana disadvantiges of cach Gpproae I

Having an inhouse microcomputer_for SIM_is currently in
vogue, Unfortunately, though, says ek, currently available jpro-
grams are very limited beciuse “they do not integrate all appli-
Cations l)ul r.llh( r .l(l(lr(-ss ()nly one or l\w) In dn inte ),mlcd sysl('

(luph( ate .
l(lmmmr.m)rs o (l|LI(l|(‘ |l ((ir(-rully I)vmr(- l)uyln;., -spv(mlly the

~ Time-sharing o centrg il ¢ omputer is a viable alte rn.mvv 16 ai in-
house compdter if the central computer has « comprehensive SIM
aystem: Commercial timesshare vendors usually do not have good
\lM s»sl( M, Sdys l)( h Bul if (hsln( torc ounly syst( m “vdn mdko

Commere ml service burcaus us(-(l to he the ()nly option .lvml
able for computer scheduling and grdde reporting. Today sorie of
these  buredus specialize i SIM - systoms, Administrators cop-
<idering these burdaas <hould evaluate their service as they would
SO dre- N terms of ¢ost, u)mpr( shensiveness, documentation,
flosibility, Wrnaround time, and on'ihe cipabilities.

ERIC

Aruitoxt provided by Eic:

Microcomputers have lhe polcnlml to makc school ddmm 5
tration much more streamlined and efficient. But to niake the best

use of lhls new lechnolo;,y, admmlstralors musl dcdl ctfccnvcly

mmnlamm;., thie computer system, and traifiing themse lvu. dnd .

daff meiribers in its use: Hoover and Goald here present some
valuable pointers for these tasks, as'well as a knowledgeable dis-
cussion of the “’hidden costs” of office coraputerization. -
 Before purchasing any hardware or software, administrators
should analyze the needs of their office and lhen _decide which of
thesé needs computers can efficiently fulfill. Currenily, micro-
compluters are being used-effectively for the heduling of classes
and bus rootes, word processing for correspondence and reports;
and _student information. management. To help pin down_these
needs, Hoover and Gould suggest talking to other admmlstml()rs
who are using microcomputers or hiring a compater consaltant 1o
do a needs analysis..

Hardware and soitware ’hould be | purc hased from a dealor wh()
lias a good repulation, an onsite repair ((l[)ahlhly, and a conven-
ient tocation: The dealer should also have a variety of products that
can Iie demonstrated and compared. “Insist on a demonstration of
the ctivipmerit and the progrimi(s) you interd o purchase;” the
authors advise:

The hidden costs of compulcrmn;, lhc sLh()()I ()mu- ofun ex-
ceed the apparent costs. Thes sts include the time in-
vesiment of the administrator in learning the new system; the costs
of consultants for heeds assessment and initial setup, maintenance
costs, special furniture to accommodate the fdew equipinent, in-
urance, and the cost of tmlnmg staff members to use the com-

]ones, Kenneth and Dukes, Thomas:. “Micro-
computers in School Administrative Management.”

I ducational Technology, 23, 3 (IMarch 1983) pp. 18-
39, EJ ndmber ot yet assighed:

ims for school ;1dminislr;nion ()ﬁ lﬁi-

M'()ﬁl computc pro

as reporting anvnrl(m( c, s(he dulln;., clasf s, or rvu)r(hm., ;.,mdo
Schools Usirig mitre thaii one of these progrants usually mast re-
cord the same data on a number of dificrent_tapes or discs and
must load separate programs and data for cach function. In addi-
tion, many types of data mampulallon—l()r exaniple, u)rrclann;,
slud(-nl attendance and grades—simply cannot be p(-rtormv(l ‘with
such programs.

With the tise of 4 modern “data- l)dsv man.ng' v DBM) Sys-
tem lhou;,h say Jones and Dukes; a simple; unmul information
l)aw -an be utilized for a vanety of record-keeping functions. Re-
(Iuntlant dam can be sharply reduced with such systenis, office efti-
i he greatly increased, and school administrators can
quickly compare one set of data with any other,

Such integrated DBM systems, Jones and Dukes point out, are
alrca(ly used on niany larger computers: Advances in technology.
combine sd with rapidly declining prices; have made this tech-
nology readily accessible to schools with microcomputers, though
thére i presenily d dearth of conimercially dvailable DBM software
cal:y at lhe educallonal markel

»

ai rncd sp(-

sp()ker. Thc huh is the unified I)aso ot data Th
cewng lho huh—are lhe pe(nl pro;,rams n')r ¢ hodulmx, (lass-

,{
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information on dise ||)||n.|ry e u(ms dudent medical r('(()r(ls ‘m(l
<o tonh. i go o Ofie sl)nl\t to dll()lh( r, the user smu)ly types o

command on the nucroconputer’s keyboard and. it the informa-
ton is privileged, an appropriate password. Using a very simple
“qery linguage’ it is a padrt of mast DBM systems, administra-
tors can also make mqmm-s that are not included in the basic pro-

RO,

<

K‘mtlchner lerry (()mpul(rl/m;, Custodial Ser-
vices.” School Busiess Attars, 49,2 (February

l‘)tH) pp. 38,38, E) 2706 391,

( u'nput( rs ddre inere dsln;,ly bei g used for o \drlely ol adminis-

trative and instractional tasks: S()why asks Kantlehner. is “the see-

Q

ond largest budgeted department”” —-custadial services—still fiving
in lhv l)lrk /\;,us/" \1()nvy can l)(- avt(l and efficie n(y ;,mn(-(l |I

custodial work dnd control |nw-nlory

Beiore running out to buy a program for custodial service mar-
agenient, ddministrators sh()uld ask themselves aboat the carrent
Jdate of custodial services in their school. Is inventory data timely
and accurate? Do ddtaited usage and reorder data exist? Have ma-
teridl and Libor ciosts been 'vsmhllsnvd in uich area involved?

I the answers 10 these questions are “no;” says the author, ad-

“ministrators should go back to the drawing board, because “no

computer will work swithout first developing d ;,()()(I manudl pro-
codure. U)mpul('rs are no more than fast clerks. H you put ‘junk’
data in your system, you will get ‘junk” data out.’

Several types of reports should be generated by d ;,()()(I custodial
Management program: An e n(hn;,,, on hand inventory record”
Should show amodnts on hand, usage per day, reorder amounts,
and costs of items used. Another report, the “cost data per item
recard,” should show the costs of monitoring different areas? Costs
<hould be displayed according to three separate factors: per square
foot, per working day, and per school per student. Other reports
should itemize inventory items on order and summarize inventory
latus:

\\’Iml us(-d 1o I)(- the Idl)()r of cile uln()rs U)pym;1 machines;
cdlitors; and seciotaries; says Mazurek, “is now the case of CPU's,
" Computerization

\Word Processors and high speed Jaser printers.”

Mazurek, jJohn M. “Computerized Parchasing”

ness Officials annual meeting, ()(l()l)ur 1980, New
()rl(-(ms 9 pdges. ED 196 130 X

and office automation are be (()I“In}., cominon i government of-

RIC

fices: small businesses; and even bomes. it is no wonder then,”
~ays AMazurek, “that in this day of maximization of e nl(wmy dn(l
minimization of Cost, lh(- watchdog of atilization, thee pure [iasing
de panment; woula be in guost of s|mp||ty|ny., methods and pro-
cedures to produce maximum output.”

In this paper. Mazurek brietly dese ribses the mvldm()rph()sls of
m()(l('m <t hool pare Imsln;, from a slow; labor-based operation 1o
an cffiaent, computer-driven process. His ideas—though discussed
in ferms of larger, district-level purchasing depatmients—are ecudl-

Iy applitdble to (qwml(-nl tasks port()rmv(l at the school level.

Typing and issuing purchase orders can take sl;,nnlmnl amounts .

of time. Just typing otit 50 to 100 orders can take 1 to 2 fall-time
clerk typists @ full day: But a compater can perform the same job in
just a few minutes,

A computerized system can als() pr(md(- llmvly, (Iutd'le(l prlnl-
otits on thie status of purchdse orders: This kind of information ¢an
give the purchasing manager a greet deal of control over the com-
plex purchasing process and thus keep headaches to a minimum.
Finally, computers can be valuable wols for the inventory and con-

trol of a school or district’s fixed asgsets.

P(lp(-r presented at the Association of School Busi-

s
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Mitchell, Robert E. "'Tomerrow’s School Office To-
day.”” American School and University, 53, 8 (April
1982), pp. 30; 35. EJ 261 593;

o,

*ho "school office of the fatare” —in which most clerical tasks
are performed using sophisticated electronics and microform sys.
tems—is approaching rapidly. To smooth this wrenching transition
into the near future, says Mitchell; school policy makers and man-
agers should understand both the “*human factor”” involved in the
school office métamorphosis and the “definition of function’” of
tomorrow’s office. .

‘The definiticn of function—with respect 1o dificiency, eco-
nomy and |ntellu,ent purpose— has now come to involve a highlv
attomated office environmient where most clerical chores are por-

formed electro d

y_and where p oducllvny of managerial_and
professional personnul“s dramatically |mprove(l " B, Mitchell ad-
vises, this new definition should not be nmplemonted without care-
ful consideration of the human element, for it is this human ele-
ment that will determine whether the office of the future succeeds
or fails.

in particalar; school managers should consider whether the
new technology will be accepted or rejected by the school’s staff,
Most current staff members “Have redched their current levels of
responsibility by using communications equipment that they and
others” understand and that worked well for them for years. Too
much new technology in too short a time, tholgh, can breed fear;
resistance; and even rejection of the rnew ways.

To combat_such. reaction, Mitchell suggests a {,mdual |mpl =
menfation of the office of the future. Start immediately, he advises,
but start small pr()ceed gr“idl]a“y, prowde comprehensne ancl

<

,

at their own pace wnhout belng forced.”

Aruitoxt provided by Eic:
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M()r),.m lamcs VMICTT stiter /\ppll
Lducanoral  Program  Planning  Development.”

Paper prosented ot the Américan Educational Re-
sedarch  Association -anniial mieeting, New Yoirk,

March 1989J59%&M—
In the business warld; computers are routinely used for such
fiscal management tasks as inventory control and accounting and

also for more ddvanced tasks suchi as pl(mnm;, and forecasting, re-,

sotree allocation; and project monitoring. In s hool administra-
ton. computers are commonly used for basic clerical tasks, but
have not yet received wide use as plannln;,, (Ievelopment, and
evaluaation tools: Morgan here describes how one school system -
the Cincinnati Public Schools—is beginning to utilize the higher
capabilities of its Apple 1l microcomputer.

Using 4 database of infonnation on the district’s Il1(|IVIdUd|
schools, a “School Profile Program’” allows users to. compare
schools or groups of schools on each of a number of variables. Us-
ing suc v informiatio t can be determined whether schools with
the spec |I|('(l charactenistic ditfer significantly from the district-wide

averages.”

Another program (\II()\vs lrend (m(\lysls and forec aslm;, 16 e
periormed: € Urrvnlly fofecasts can be made on only one vaiiable
at a time, but a multiple-variable extrapolation program is under
developmient. Another program uder develspiient will b dsed
to simihite the effects of specific program intervention on a school
variable,

The district is dls() (Iuvoloplm, a4 program to pr()duce PERT char(s
and se heddles of project activities: “()Ulpul from the-program will
inc Iudv .1 PtRT nu(work sh()wln;, lho ImL‘rrt’lall()thI[) ()t prow(l
plvlum dal(*s an(l persons rcsp(mslhlu for cach activity:’ Fmally
the district is developing an _advanced. program for statistical
analysis specifically geared to the needs of educators,

I

Newman; Daniel G. Develop and implement a
Computerized Sy stem to Collate, Analyrze and Mlain-
tain Records on All Stadent Dise ipline lnf’rd(‘li(in:;fm'(’
Adminstratnve/Teacher Panitive Actions in the Sea-
tord Senior High School. Ed.D. Dissertation, Part 1,
Nova University, Soplvml)(-r 1978. 96 pabes ED 193
765. - _

A2

Since 1973 the Office of Civil Rx;_.,‘wts has requested local school
systems receiving federal financial assistance to maintain. detailed
records’and statistics on all student discipline procedures and. ac-
tions: Districts complymg with this regolation have foand it to be a
tremendous burden in terms ~f the amount of manual papenwork
needed. Newman—the assistant principal of a Delaware senior
high school—here explains. how he developed an efficient com-
puterized system for maintaining and_organizing this information.

The rationale used by Newman for the development of this
: m was as follows: *'As admlnlslratc)rs we and our staff had to
spend many long; tedious hours on the purely clerical and mono-
tonous functions of record keezing. Our invaluable time was better
sperit making ediicational decisions at d level commensurate with
our professional abilities.””

Newman started by searching for avmlahlo programs from ()lhe
districts or government agencies that would fill his-needs. Finding
none; he worked ont a program with the director of a local
technical school’s computer center, He also redesigned the input
forms for disciplinary data apd helped train office workers and
tactlty to.ase the new systern: :

Newman recommends that this system not be viewed as an end
product, but as @ model for creating other record-keeping systerns
for student stheduling, attendarce reporting, ;,md(‘ reporting, per-
sonnel records, budgeting, and payroll.

Aruitoxt provided by Eic:



